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Picken Hall Renovation

The following committee members were appointed to serve on the Picken Hall Renovation
Committee by President Edward H. Hammond, Fort Hays State University:
Mr. Eric King, Director of Facilities Planning, Chair
Ms. Linn Ann Huntington, Director of Joumalism
Mr. Mark Davis, Director, Hays Language Institute
Dr. James Forsythe, Dean, Graduate Studies and Research
Mr. Frank Pechanec, Director, PersonnellPayroll Office
Dr. Shala Bannister, Affirmative Action Officer
Dr. Joseph Aistrup, Docking Institute of Public Affairs
Dr. Myra Gordon, Director, Kelly Center
Mr. Stephen Nolte, Director, Fort Hays Educational Development Center

Preparation of the Architectural Program was coordinated by the Facilities Planning
Office.
May, 1997
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Introduction

Picken Hall is historically significant to Fort Hays State University. Originally named
Academic Hall, Picken Hall was the first building on the present campus site. Completed
in 1904 at a cost of $20,000, the north and south wings were added in 1909. The
colonnade on the west portico is the inspiration for the University's logo.
The building has been in constant use since its erection. Once providing classrooms and
an auditorium, it has in recent years served primarily as an office building.
As could be expected of a building this age, renovations are needed to correct deficiencies
and to accommodate new functional demands. Projects are currently underway to provide
an elevator, stairtower and handicapped accessible restrooms. Additionally, a perimeter
drainage system project will alleviate water infiltration into the first floor of the building .
Other needed projects include, but are not limited to the following: interior remodeling,
i.e. new partitions, ceilings, lighting, etc.; asbestos removal; window replacements; energy
conservation initiatives; hvac system retrofit; and possibly structural modifications.

It is anticipated that the project will occur in phases over a period of years. Rehabilitation
and Repair allocations are the likely source of funding. The project will be further
complicated by the fact that remodeling will occur with office personnel remaining in the
building.
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Space Summary
Department/Space

Requested S.F.

Recommended S.F.

200
300
500

200
150
350

300
435
125
125
125
125
300
150
130
150
1,965

400
400
150
125
125
125
300
150
100

A. Affirmative Action Office
A-I
Director
A-2
Storage
Subtotal
B. Docking Institute
B- 1
Conference Room
B- 2
Center for Survey Research
B- 3
Director
B- 4
Assistant Director
B- 5
Policy Fellow
B- 6
Survey Research Coordinator
B- 7
Reception/Clerical
B- 8
Student Work Room
B- 9
Library
B-I0
Storage
Subtotal
C. Fort Hays Educational Development Center
C-l
Training/Board Room
C-2
Reception/Clerical
C-3
Storage
C-4
Director
C-5
Professional Staff
C-6
WorkRoom
Subtotal
D. Graduate School
D-I
Clerical
D-2
Dean
D-3
Director
D-4
Office Supervisor
D-5
ReceptionIWaiting
D-6
Grants/Scanner
D-7
WorkRoom
D-8
Assessment Coordinator
Subtotal
·See Section I, Shared Spaces

--l2.Q

2,025

O·

1,200
500
80
200
400

450
80
200
400

--l2.Q

--l2.Q

2,530

1,280

615
245
200
135
200
75
100
120
1,690

650
245
200
135
200
75
100
120
1,725
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Department/Space

Requested S.F.

E. Hays Language Institute
E-l
Reception/Clerical
E-2
Teacher WorkroomlLibrary
E-3
Director
E-4
Assistant Director
E-5
Teachers' Office (4-5 person)
E-6
10-12 Seat Classroom (4 @ 250)
E-7
20-25 Seat Classroom
E-8
Computer Lab
Subtotal
F. Kelly Center
F-l
Administrative/Support Area
F-l-a
Director/Assistant Vice President
F-l-b
Assistant Director
F-l-c
Secretarial/Storage
F-l-d
Reception
F-l-e
General Waiting Area
F-l-f
Counseling Services Waiting Area
F-l-g
Work Room/Copy Room
F-l-h
Client Record Storage
Subtotal

400
150
150
120
150
1,000
400
200
2,570

260
170
300
150
100
100
120

Recommended S.F.

400
150
150
120
150
1,000

o·

200
2,170

1,300

250
150
300
150
100
100
120
100
1,270

-lQQ

F-2
F-2-a
F-2-b
F-2-c
F-2-d
F-2-e
F-2-f
F-2-g
F-2-h
F-2-i

Counseling Services
Coordinators' Offices (3 @ 150)
StaffPsychologists' Office
Psychology Faculty (2 @ 140)
ACES Faculty (2 @ 140)
Graduate Assistants (5 @ 100)
Praeticum Office
Client Interview Rooms (2 @ 120)
Group Therapy Room
Equipment Storage
Subtotal

510
170
280
280
500
230
240
200
100
2,510

450
150
280
280
500
230
240
200
100
2,430

F-3
F-3-a
F-3-b
F-3-c
F-3-d

Testing Services
Testing Coordinator's Office
Group Testing Room
Individual Testing Rooms (3 @ 40)
Test Storage Room
Subtotal

200
320
120
120
760

150
320
120
120
710

·See Section I, Shared Spaces
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Requested S.F.

Recommended S.F .

Academic Support Programs
Academic Support Programs
Coordinator's Office
Tutoring Offices (4 @ 100)
Subtotal

170
400
570

150
400
550

Disability Services
Disability Services Coordinator's
Office
Subtotal

170
170

150
150

170
300
360

150
300
300

140
970

140
890

160
320
650
1,130

150
320
500
970

Department/Space
F-4
F-4-a
F-4-b

F-5
F-5-a

F-6
F-6-a
F-6-b
F-6-c
F-6-d

F-7
F-7-a
F-7-b
F-7-c

Multicultural Affairs
Multicultural Affairs Coordinator's
Office
Seminar Area
Student Group Offices (3 @ 100)
Student Coordinators of Peer
Advocate Programs Addressing
Diversity Awareness Office
Subtotal
Common Spaces
Staff Meeting Room
Conference Room
Wellness Lounge/Resource Center
Subtotal
Kelly Center Subtotal

G. Personnel/Payroll
G-l
Director
G-2
Reception/Clerical
G-3
Personnel Specialist-Unclassified
G-4
Personnel Specialist-Classified
G-5
Personnel Specialist-Student
G-6
Training/Testing (20-person)
G-7
Records Storage
Subtotal

·See Section I, Shared Spaces

6,970

166
398
150
150
150
700
---lQQ
1,814

170
400
150
150
150

o·

100
1,120

5
Department/Space
H. Student Publications
H-1
LeaderlReveille Office
H-2
LeaderlReveille Computer Lab
H-3
Business Manager
H-4
Photography Lab
Storage
H-5
H-6
Conference/Classroom
H-7
Communication/Journalism
Reception/Clerical
H-8
Faculty Offices (3 @ 135)
Subtotal
I.

Requested S.F.

Recommended S.F.

874
869
200
610
150
350

875
750
200
450
150
350

200
405
3,658

200
405
3,380

0
0
0

1,200
500
250
1,950

22,137

20,970

Shared Spaces
1-1
Multi-purpose Room
1-2
20-25 Seat Classroom
1-3
Lounge/Vending Area
Subtotal
TOTALS

Q

NOTE: 22,296 s.f is available in current configuration

Space Descriptions
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Room Detail Sheet
A-I and A-2 Affirmative Action
Director / Storage
350 s.f
1-6 occupants
Use: 8:30 a.m. - 4:30 p.m. M-F

Utilities:
data, telephone, 110V, Other: long range, perhaps TDD access

Room Function:
Conduct office business, meet with individuals and occasionally small groups regarding
sensitive issues. Meet with persons with disabilities.

Fixed Equipment:
Bookshelves, storage shelves, closet
1 use most of the wall of bookshelves 1 have currently. The current space is great, except
that it needs sprucing up and could use a walk-in storage closet. 1 currently have 2 rooms.
That isn't really necessary. One room would be sufficient, although due to my storage
space needs (1 have to keep search records for 3 years and they are voluminous) the space
would need to be around 300 s.f (give or take a little). Also, 1 would love to have walkin storage space to store the boxes of search records and this would need to be adjacent to
the office.
Acoustical treatment needs to be considered to ensure privacy. Privacy needs make
sharing conference space difficult, but the conference space needs are small and could be
accommodated through one larger room for desk and conference space.
Essentials for this office:
1) privacy for sensitive issues
2) accessibility for disabled
3) work space for director (desk, telephone, computer, bookshelves)
4) meeting space for 2-6 people (at desk/at small conference table)
5) storage space for 3-6 file cabinets and numerous bankers boxes of records

Movable Equipment:
Desk, desk chair, 2 side chairs, file cabinets (3 currently, but more may be needed),
conference table, 6 chairs

Adjacency Requirements:
None. The more private, the better. Prefer not to be in a highly trafficked area, although
it needs to be readily accessible for disabled individuals. 1 would like to be relatively close
to an office with whom 1 can share copier equipment. I currently share with Docking. 1
like sunlight and so need (want) windows. For privacy reasons, though, an upper level
rather than ground level would be preferable.
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Room Detail Sheet
B-1 Docking Institute
Conference Room
1-14 occupants
400 s.f

Use: 8:00 a.m. - 4:30 p.m. M-F
Utilities:
data, telephone, 110V, lTV
Room Function:
ConferencelITV room for Docking Institute
Fixed Equipment:
2 dry erase boards, cabinets
Movable Equipment:
lTV equipment, conference table, 14 chairs

Adjacency Requirements:
Assistant Director's Office, Main Office
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Room Detail Sheet
B-2 Docking Institute
Center for Survey Research
400 s.f
1-16 occupants
Use: 8:00 a.m. - 9:00 p.m.

Utilities:
data, telephone, 110V, other (not specified)
Room Function:
Survey Research Center with 16 CATI stations
Fixed Equipment:
None
Movable Equipment:
16 ffiM compatible computers, 16 telephones, 16 work stations (carrels) and chairs,
conference table with 4 chairs
Adjacency Requirements:
Center for Survey Research Coordinator's Office
Remarks:
Acoustical treatment to deal with the sound from 16 surveyors talking all at once.
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Room Detail Sheet
B-3 Docking Institute
Director
150 s.f.
1 occupant
Use: 6:30 a.m. - 5:30 p.m.

Utilities:
data, telephone, 110V
Room Function:
Director's Office
Fixed Equipment:
100 I.f bookshelf, window
Movable Equipment:
desk, chair, computer, 2-3 side chairs, file cabinets
Adjacency Requirements:
Docking Conference Room, Main Office
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Room Detail Sheet
B-4 Docking Institute
Asst. Director
1 occupant
125 s.f
Use: 6:30 a.m. - 5:30 p.m.

Utilities:
data, telephone, 110V
Room Function:
Assistant Director's Office
Fixed Equipment:
1001.£ bookshelf, window
Movable Equipment:
desk, chair, computer, 2-3 side chairs, file cabinets
Adjacency Requirements:
Docking Conference Room, Main Office
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Room Detail Sheet
B-5 Docking Institute
Policy Fellow
125 s.f.
1 occupant
Use: 6:30 a.m. - 5:30 p.m.

Utilities:
data, telephone, 110V

Room Function:
Policy Fellow Office

Fixed Equipment:
100 1.f. bookshelf, window
Movable Equipment:
desk, chair, computer, 2-3 side chairs, file cabinets

Adjacency Requirements:
Docking Office Complex
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Room Detail Sheet
B-6 Docking Institute
Survey Research Coordinator
125 s.f
1 occupant
Use: 6:30 a.m. - 5:30 p.m.
Utilities:
data, telephone, 110V
Room Function:
Office for the Coordinator of the Center for Survey Research
Fixed Equipment:
100 I.f bookshelf, window
Movable Equipment:
desk, chair, computer, 2-3 side chairs, file cabinets
Adjacency Requirements:
Center for Survey Research
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Room Detail Sheet
B-7 Docking Institute
Reception/Clerical
300 s.f
2 occupants
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
data, telephone, 110V
Room Function:
Main office and waiting room
Fixed Equipment:
50 l.f of mailboxes
Movable Equipment:
2 desks, 2 chairs, 4 side chairs, file cabinet, 2 computers, display rack for Docking Studies
Adjacency Requirements:
Student Work Room, Student Office Manager
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Room Detail Sheet
B-8 Docking Institute
Student Work Room
150 s.f.
2-3 occupants
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
data, telephone, 110V
Room Function:
Work room with computers and printers for Docking student workers
Fixed Equipment:
150 l.f. bookshelf
Movable Equipment:
2 desks, 2 chairs, 1 set aside chair, 2 computers, printer, printer stand, file cabinet
Adjacency Requirements:
Docking Main Office, Student Office Manager (requested, but not on master list)
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Room Detail Sheet
B-9 Docking Institute
Library
100 s.f
no occupants
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
None listed (I IOV)
Room Function:
Library for Docking publications and other resource materials
Fixed Equipment:
200 l.f of bookshelves
Movable Equipment:
2 file cabinets, desktop refrigerator, small microwave, typewriter and table
Adjacency Requirements:
Student Work Room
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Room Detail Sheet
B-I0 Docking Institute
Storage
no occupants
150 s.f
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
None listed

Room Function:
Storage of boxes, computer parts, other odds and ends

Fixed Equipment:
100 1.£ shelves, big enough for boxes
Movable Equipment:
None

Adjacency Requirements:
None

Remarks:
This can be one storage area, or it can be divided into several closets.
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Room Detail Sheet
C-l Fort Hays Educational Development Center .
Training/Board Room
See I-I. Multi-purpose Room
o s.f recommended (variable) up to 100 occupants
Use: 7:30 a.m. - 8:30 p.m., Monday - Saturday

Utilities:
data, telephone, 110V
Room Function:
1. Board, superintendents, principals, teachers training session
2. Library, material development, staging area
Fixed Equipment:
None
Movable Equipment:
8' tables, coat racks, 100 folding chairs, large screen TV, VCR, cart,S bookshelves,
overhead screen(s), overhead projector/cart
Adjacency Requirements:
Preferred, not required
Remarks:
Generates 300-500 credit hours annually through use of this room.
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Room Detail Sheet
C-2 Fort Hays Educational Development Center
Reception/Clerical
450 s.f
6 occupants
Use: 7:30 a.m. - 5:30 p.m., Monday - Friday

Utilities:
data, telephone, 110V
Room Function:
Reception, office staff work area
Fixed Equipment:
N/A
Movable Equipment:
5 secretarial desks (L's), 5 file cabinets, 1 small copier/copier stand, 1 laser printer/printer
stand, 1 water cooler, 1 typewriter stand, 5 rolling 2-drawer file cabinets, 3 bookshelves
Adjacency Requirements:
Must be next to other staff offices
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Room Detail Sheet
C-3 Fort Hays Educational Development Center
Storage
80 s.f
No occupants
Use: 7:30 a.m. - 5:30 p.m ., Monday - Friday

Utilities:
None listed

Room Function:
Storage of supplies, books, materials, paper, etc. used in day to day operations

Fixed Equipment:
N/A

Movable Equipment:
4 large metal shelving systems, 1 2x6x10' high enclosed metal cabinet

Adjacency Requirements:
Next to office area
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Room Detail Sheet

C-4 Fort Hays Educational Development Center
Director
200 s.f
1 occupant
Use: 24 hours/day
Utilities:
data, telephone, 110V
Room Function:
Executive Director's office
Fixed Equipment:
None listed
Movable Equipment:
12' library table, 1 vertical file (4-drawer), 2 bookcases, conference table, 4 chairs,
executive chair on rollers
Adjacency Requirements:
Near clerical staff area
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Room Detail Sheet
C-5 Fort Hays Educational Development Center .
Professional Staff
5 occupants
400 s.f.
Use: 7:30 a.m. - 8:30 p.m., Monday - Friday

Utilities:
data, telephone, 110V

Room Function:
Offices, meeting area

Fixed Equipment:
None

Movable Equipment:
3 desks, 1 table, 5 file cabinets, 1 40" round conference table, 4 folding chairs, 2
bookcases

Adjacency Requirements:
Next to clerical staff offices
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Room Detail Sheet
C-6 Fort Hays Educational Development Center .
WorkRoom
150 s.f
1 occupant
Use: 8:00 a.m. - 5:00 p.m., Monday - Friday

Utilities:
data, telephone, 110V
Room Function:
copy room, assemble packets, bind, postage meter, folding, copying, collating, stapling
Fixed Equipment:
None listed
Movable Equipment:
1 large copy machine/collator, 1 large wooden cabinet, 1 bookshelf, 1 desk, 1 chair,
computer, numerous electrical office equipment
Adjacency Requirements:
Next to clerical office

23

Room Detail Sheet
D-l Graduate School
Clerical
650 s.f
10-12 occupants
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
telephone, 110V
Room Function:
"Hub" of the Graduate School - all processing of applications/programs and candidacies,
trx reviews/issuance of applications. Greeting students, staff: etc. Creating reports
(spreadsheets). Secretarial functions.
Fixed Equipment:
Book cases (test booklets, etc.)
Movable Equipment:
11 roller chairs, 4 chairs, 2 desks with returns, 8 desks, 52-drawer file cabinets, 14
4-drawer file cabinets, 4 small file cabinets, 2 small tables, 5 large tables, 2 printer tables, 3
typewriter stands, 3 typewriters, 6 printers, 1 calculator, 1 radio, 8 computers, 2
terminals, 4 phones, 1 large table with files underneath, 1 bookcase, 1 bookshelf
Adjacency Requirements:
Close to elevators/restrooms
Remarks:
Receptionist's area needs adequate space for "on an average" 3-4 visitors, several chairs.
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Room Detail Sheet
D-2 Graduate School
Dean
245 s.f
1-6 occupants
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
telephone, 110V, Internet access
Room Function:
Conduct office business, meet with faculty, students, etc.
Fixed Equipment:
2 large bookshelves (currently in 204)
Movable Equipment:
desk, chair, credenza, small file cabinet, computer, printer, 2-3 chairs, couch, adding
machine, telephone
Adjacency Requirements:
None given
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Room Detail Sheet
D-3 Graduate School
Director
1-6 occupants
200 s.f
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
telephone, 110V, Internet access

Room Function:
Conduct office business, including student consultations, discussions of a more sensitive
nature

Fixed Equipment:
Large oak bookshelf

Movable Equipment:
2 desks, office chair, 3-4 chairs, 2 file cabinets, movable wood file cabinet, computer
stand, computer, printer

Adjacency Requirements:
Close to main office and secretary

Remarks:
Request windows! Need to be in close proximity to main office (door enter into).
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Room Detail Sheet
D-4 Graduate School
Office Supervisor
135 s.f
1-3 occupants
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
telephone, 110V
Room Function:
General office work, consultations with graduate students filing intent to graduate, having
problems with thesis, etc.
Fixed Equipment:
None listed
Movable Equipment:
desk with credenza, chair, 1 4-drawer file cabinet, 1 small file cabinet, 1-2 chairs,
computer, printer, phone
Adjacency Requirements:
Close to or within main office unit to help oversee student workers

27

Room Detail Sheet
D-5 Graduate School
Reception/Waiting
200 s.f
1-5 occupants
Use: 8:00 a.m. - 4:30 p.m. (may be included within General Office)

Utilities:
telephone, 110V
Room Function:
Greet students, visitors, applicants, carry out secretarial duties of the person holding this
position (for DeanlDirector)
Fixed Equipment:
Large bookshelf to house GRE test booklets, university catalogs (other universities), class
schedules, etc .
Movable Equipment:
Desk, chair, reception area chair, 3 tables for typewriter, printer, computer, handbooks,
etc., small table/chair for applicants' use
Adjacency Requirements:
Entry to hallway, close to director/dean and general office
Remarks:
Needs to be within the general Graduate School office to allow this person to oversee 10
student workers.
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Room Detail Sheet
D-6 Graduate School
Grants/Scanner
75 s.f
1-2 occupants
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
IIOV

Room Function:
Allow all university faculty/staff access to complete individualized grant searches, to
utilize scanner, print "search" reports

Fixed Equipment:
None listed

Movable Equipment:
I desk and credenza, 2 chairs, computer, printer, scanner, file cabinets to house grant
information, bookcase for grant resources documents

Adjacency Requirements:
None listed

Remarks:
Partitioned area or small office space
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Room Detail Sheet
D- 7 Graduate School
WorkRoom
100 s.f
no occupants
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
110V

Room Function:
Special designated area for copying; area for consultations - work area; separate area for
coffee, refrigerator, microwave

Fixed Equipment:
None listed

Movable Equipment:
Copier, work table, 5 file cabinets, 3 software storage units

Adjacency Requirements:
Near main office, close to supply closet
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Room Detail Sheet
D-8 Graduate School
Assessment Coordinator
120 s.f
1-3 occupants
Use: part-time
Utilities:
telephone, 110V
Room Function:
Work on institutions program assessment
Fixed Equipment:
N/A
Movable Equipment:
3 desks (1 large, 2 small), 2 computers, 1 printer, 3 desk chairs, 2 visitors' chairs
Adjacency Requirements:
None
Remarks:
Needs telephone and computer hook-ups. Part-time coordinator, data analyst, and work
study student
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Room Detail Sheet
E-1 Hays Language Institute
Reception/Clerical
400 s.f
7-8 occupants
Use: 8:00 a.m. - 5:00 p.m., Monday - Friday

Utilities: data. telephone, 110V
Room Function:
Receptionist and secretary's office and a waitinglbreak area for visitors and students,
general office space for books, files and other supplies and materials. Incoming student
enrollment procedures are carried out in the administrative office area. Hays Language
Institute works closely with representatives and recruiters abroad, and meetings with
current, as well as prospective, international contacts are held in the office area. We also
receive visitors such as Embassy personnel and sponsors from around the country and
abroad. Lastly, meetings with The Language Company's owners and representatives from
other TLC schools are held in this room.
Fixed Equipment: Bookshelves and cabinets
Movable Equipment: File cabinets, secretary's desk, 3 bookcases, computer, photocopy
machine, waiting area furniture
Adjacency Requirements:
Waiting area is critical for new students to sit and be processed on first Mondays of each
four-week session. Director, teachers and secretary need to be in constant
communication. Close working proximity still allowing for privacy is needed . The current
set up is excellent. Total amount of space is fine, just rearranging the usage might be in
order.
Remarks:
Hays Language Institute contributes directly to the international enrollment into FHSU.
The space and image it projects is critical to the retention and recruitment of students
worldwide. The first impression students and recruiters have of FHSU is through the
office and classrooms ofHLI. Many of them base their decision to continue enrollment
here at FHSU and to bring in their friends/clients to Hays on that impression. I request we
keep the same space on level two, providing the students and staffwith a pleasant working
environment. Our needs here run 52 weeks/year, with classroom usage of six hours/day,
30 hours/week. Our students do not change buildings and classrooms on campus, but stay
in the same area. This location provides students with natural light and beautiful overview
of campus, and easy access to outdoors. Students who live in homestay families use the
general office area to eat lunch. We are getting the optimal use of classrooms and office
space.
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Room Detail Sheet
E-2 Hays Language Institute
Teacher Workroom/Library
150 s.f
4-7 occupants
Use: 8:00 a.m. - 5:00 p.m., Monday - Friday

Utilities:
liOV

Room Function:
Teacher's office space and library/conference area for teacher's reference materials
Fixed Equipment:
Bookshelves and cabinets
Movable Equipment:
I elongated table with 6 chairs, 2 small desks, 2 desk chairs
Adjacency Requirements:
In close proximity to Teachers' Office, possibly with a connecting door
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Room Detail Sheet
E-3 Hays Language Institute
Director
150 s.f
1-5 occupants
Use: 8:00 a.m. - 5:00 p.m., Monday - Friday

Utilities:
data, telephone, 110V
Room Function:
Office for director of Hays Language Institute
Fixed Equipment:
Bookshelves and cabinets
Movable Equipment:
1 desk, 1 chair, 2 visitors' chairs, computer work station, 1 2-drawer file
Adjacency Requirements:
Centralized location between Teachers' Office, Assistant Director's Office, and
Reception/Clerical
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Room Detail Sheet
£-4 Hays Language Institute
Assistant Director
120 s.f.
1-3 occupants
Use: 8:00 a.m. - 5:00 p.m., Monday - Friday
Utilities:
data, telephone, lIOV
Room Function:
Office space for Assistant Director, Hays Language Institute
Fixed Equipment:
Bookshelves and cabinets
Movable Equipment:
I desk, I chair, 2 visitors' chairs, I 4-drawer file, I computer workstation
Adjacency Requirements:
Adjacent to Director's office and Reception/Clerical area
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Room Detail Sheet
E-5 Hays Language Institute
Teachers' Office
4-7 occupants
150 s.f
Use: 8:00 a.m. - 5:00 p.m., Monday - Friday
Utilities:
data, telephone, IIOV
Room Function:
Office space for teaching staff
Fixed Equipment:
Bookshelves and cabinets
Movable Equipment:
4-5 small desks, 4-5 desk chairs, 1 computer work station, 2 4-drawer files
Adjacency Requirements:
Connecting doorway to Teacher Workroom/Library
Remarks:
The only suggestion might be to enlarge the Teachers' Office to allow for more adequate
work space. Currently 4-5 teachers occupy this small room intended as one office.
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Room Detail Sheet
E-6 Hays Language Institute
10-12 Seat Classroom
12 occupants, each room
4 @ 250 s.f = 1000 s.f
Use: 9:00 a.m. - 4:00 p.m., Monday - Friday

Utilities:
110V

Room Function:
Intensive English courses classroom. It will be utilized 30 teaching hours/week.

Fixed Equipment:
Chalkboard

Movable Equipment:
12 student desks and chairs, 1 teacher's desk, world and U.S. maps

Adjacency Requirements:
Being close to the HLI office allows teachers to carry class book sets, recorders, and other
materials from office to classroom and back every hour. Students frequently have to be
paged to the office for international phone calls from their families and representatives,
which is convenient to do when the classroom is in close proximity to the office.

Remarks:
Hays Language Institute contributes directly to the international enrollment into FHSU,
and the space and image it projects is critical to the retention and recruitment of students
worldwide. The first impression students and recruiters have ofFHSU is through the
office and classrooms ofHLI. I request we keep the same space on level two, providing
the students and staffwith a pleasant working environment. Our needs here run 52
weeks/year, with classroom usage of six hours/day, 30 hours/week. Our students do not
change buildings and classrooms on campus, but stay in the same area. This location
provides students with natural light and beautiful overview of campus, and easy access to
the outdoors. We are getting the optimal use of classrooms and office space. .The only
suggestion I might have is that the classroom would function better if it were a little larger
to allow larger tables and chairs to be used for a different teaching mode, in addition to the
individual student desks.
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Room Detail Sheet
E-7 Hays Language Institute
20-25 Seat Classroom
(Listed under Shared Spaces 500 s.f)
25 occupants
Use: 8:00 a.m. - 5:00 p.m., Monday - Friday

Utilities:

Room Function:
Fixed Equipment:
Movable Equipment:
Adjacency Requirements:
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Room Detail Sheet
E-8 Hays Language Institute
Computer Lab
10 occupants
200 s.f
Use: 9:00 a.m. - 4:00 p.m., Monday - Friday

Utilities:
110V
Room Function:
Intensive English courses classroom and computer lab. It will be utilized 30 teaching
hours/week. Computers are used every day along with lecture courses. The room
doubles as a break room and lunch room for HLI parties (graduation, birthdays, etc.) and
activities (school plays, contests, etc.)
Fixed Equipment:
Chalkboard, white board, 2 cabinets to store software, long tables or built-in countertop
for computers to sit on
Movable Equipment:
10 computers, 10 chairs, television set, 7-10 tablet arm chairs, 1 teacher's desk, world and
U.S . maps
Adjacency Requirements:
Being close to the HLI office allows teachers to carry class book sets, recorders and other
materials from office to classroom and back every hour. Students frequently have to be
paged to the office for international phone calls from their families and representatives,
which is convenient to do when the classroom is in close proximity to the office.
Remarks:
Same as on E-1
In addition: I might suggest, however, that the computer lab should be fixed to accept
multimedia functions such as videos, television, etc. Space needs to be created to provide
students with a break area to watch television and relax, eat lunch (especially Homestay
students). Natural light is important since students work with computers.
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Room Detail Sheet
F Kelly Center
F-1-a Director/Assistant Vice President
1-6 occupants
250 s.f
Use: 8:00 a.m. - 4:30 p.m., Monday/Thursday/Friday; 8:00 a.m. - 6:30 p.m., TueslWed

Utilities:
data, telephone, 110V

Room Function:
This room will be used as an office and work area for the Assistant Vice President for
Student Affairs/Director of Kelly Center. In addition to administrative use, the office will
be used for individual and small group counseling, therapy, and consultation sessions with
clients and staff

Fixed Equipment:
72 l.f bookshelf: bulletin board

Movable Equipment:
Desk, desk chair, computer, printer, credenza, 3 file cabinets, 2 visitors' chairs, coffee
table, couch

Adjacency Requirements:
Should be adjacent to Staff Meeting Room (with connecting door) and in proximity to
Secretarial Office/Storage.

Remarks:
This room should include an 11 s.f closet.
Additional Considerations:
• If restrooms are to remain in current locations, we propose that each restroom is
converted into two separate restrooms, accommodating men and women.
• We propose limiting main entrance access to the Kelly Center to two entrances elevator/stairwell and southwest door. The north and northwest doors would be
emergency exits only.
• Because of after-hours accessibility needs of student groups utilizing the multicultural
affairs suite, we propose dedicating the southwest entrance/exit to multicultural affairs
programming. Additionally, the multicultural affairs suite should be isolated from the
rest of the complex, accessible from the outside but remaining inaccessible (when
necessary) from the rest of the complex.
• Due to the confidential nature of services offered at the Kelly Center, we propose
occupying the third floor.
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Room Detail Sheet
F Kelly Center
F-1-b Assistant Director
150 s.f
1-6 occupants
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., Tues/Wed

Utilities:
data, telephone, 110V
Room Function:
This room will be used as an office and work area for the Assistant Director. Individual
and small group consultation sessions with clients and staff will take place in this office.

Fixed Equipment:
36 I.f bookshelf, bulletin board
Movable Equipment:
Desk, desk chair, credenza, computer, printer, 2 file cabinets, 3 visitors' chairs
Adjacency Requirements:
This room should be adjacent to the Director's Office.
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Room Detail Sheet
F Kelly Center
F-1-d Reception
1-2 occupants
150 s.f
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., Tues/Wed

Utilities:
data, telephone, 110V
Room Function:
This room will be used to receive the public and used as a work space for the receptionist.
Fixed Equipment:
None
Movable Equipment:
Desk, desk chair, computer, printer
Adjacency Requirements:
This room should be centrally located, in proximity to main entrance, and adjacent to
Waiting Areas.
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Room Detail Sheet
F Kelly Center
F-1-e General Waiting Area
1-10 occupants
100 s.f
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., TueslWed

Utilities:
110V
Room Function:
This room will be used as a waiting area for the public.
Fixed Equipment:
Wall mounted magazine and brochure racks
Movable Equipment:
10 visitors' chairs, end tables, coffee table, 5' coat rack
Adjacency Requirements:
This room should be adjacent to the Reception Area.
Remarks:
The seating area must be enclosed to afford privacy from the public view so that persons
waiting for appointments cannot hear secretaries' conversations.
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Room Detail Sheet
F Kelly Center
F-l-f Counseling Services Waiting Area
1-10 occupants
100 s.f
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., Tues/Wed

Utilities:
110V
Room Function:
This room will be used as a waiting area for persons seeking counseling services.
Fixed Equipment:
Wall mounted magazine and brochure racks
Movable Equipment:
10 visitors" chairs, end tables, coffee table, 5' coat rack
Adjacency Requirements:
This room should be located adjacent to the Reception Area.
Remarks:
The seating area must be enclosed to afford privacy from the public view so that persons
waiting for appointments cannot hear secretaries' conversations.
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Room Detail Sheet
F Kelly Center
F-1-g Work Room/Copy Room
120 s.f
1-5 occupants
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., TueslWed

Utilities:
data, telephone, 110V
Room Function:
This room will be used as a work area for departmental staff
Fixed Equipment:
10' base cabinets with storage above and below, full length storage shelving 8' long,
bulletin board
Movable Equipment:
Desk, desk chair, computer, printer, facsimile machine, photocopier
Adjacency Requirements:
This room should be located adjacent to Secretarial/Storage.
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Room Detail Sheet
F Kelly Center
F-I-h Client Record Storage
100 s.f.
1-3 occupants
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., Tues/Wed

Utilities:
IIOV

Room Function:
This room will be used to store client records.

Fixed Equipment:
None

Movable Equipment:
8 file cabinets, work table, 2 chairs

Adjacency Requirements:
This room should be located adjacent to Secretarial/Storage.
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Room Detail Sheet
F Kelly Center (Counseling Services)
F-2-a Coordinators' Offices
3 @ 150 s.f = 450 s.f
1-4 occupants in each
Use: 8:00 a.m. - 4:30 p.m., Mon/ThurslFri; 8:00 a.m. - 6:30 p.m., TueslWed

Utilities:
data, telephone, 110V

Room Function:
Each room will be used as an office and work area for each respective coordinator
(Career, Clinical, Drug!Alcohol). Individual and small group consultation sessions with
clients and staffwill take place in each office.

Fixed Equipment:
Each office: 361.f bookshelf, bulletin board

Movable Equipment:
Each office: desk, desk chair, credenza, computer, printer, 2 file cabinets, 3 visitors'
chairs.

Adjacency Requirements:
These rooms should be located in proximity to Counseling Services Waiting Area.

Remarks:
These rooms should be identified as part of the counseling services suite located at the
north end of Picken Hall.
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Room Detail Sheet
F Kelly Center (Counseling Services)
F-2-b Staff Psychologists' Office
150 s.f
1-4 occupants
Use: 8:00 a.m. - 4:30 p.m., MoniThurs/Fri; 8:00 a.m. - 6:30 p.m., TueslWed

Utilities:
data, telephone, 110V

Room Function:
This room will provide office space for staff members in addition to serving as a space for
individual and small group counseling, therapy, and consultation sessions with clients and
staff

Fixed Equipment:
Bulletin board, 361.f bookshelf

Movable Equipment:
Desk, desk chair, 2 file cabinets, computer, printer, coffee table, 3 visitors' chairs

Adjacency Requirements:
This room should be located in proximity to Counseling Services Waiting Area .

Remarks:
This room should be identified as part of the counseling services suite located at the north
end ofPicken Hall.
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Room Detail Sheet
F Kelly Center (Counseling Services)
F-2-d ACES Faculty
1-3 occupants
2 @ 140 s.f. = 280 s.f.
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., Tues/Wed

Utilities:
data, telephone, 110V
Room Function:
These rooms will provide office space for ACES faculty members as well as a space for
individual and small group counseling, therapy, and consultation sessions with clients and
staff
Fixed Equipment:
Each room: bulletin board, 361.f. bookshelf, one-way mirror
Movable Equipment:
Each room: desk, desk chair, file cabinet, computer, printer, coffee table, 2 visitors'
chairs.
Adjacency Requirements:
These rooms should be located in close proximity to Client Interview Rooms and Group
Therapy Room.
Remarks:
These rooms should be identified as part of the counseling services suite located at the
north end of Picken Hall.
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Room Detail Sheet
F Kelly Center (Counseling Services)
F-2-e Graduate Assistants
1-3 occupants
5 @ 100 s.f = 500 s.f
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., TueslWed

Utilities:
data, telephone, 110V

Room Function:
These rooms will provide office space for advanced practicum students (Psychology-2;
Counseling-I; Career-I; Drug!Alcohol-I)

Fixed Equipment:
Each room: bulletin board, 18 1.£ bookshelf

Movable Equipment:
Each room: desk, desk chair, computer, printer, file cabinet, 2 visitors' chairs

Adjacency Requirements:
These offices should be located in proximity to Counseling Services Waiting Area.

Remarks:
These offices should be identified as part of the counseling services suite located at the
north end of Picken Hall.
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Room Detail Sheet
F Kelly Center (Counseling Services)
F-2-f Practicum Office
1-15 occupants
230 s.f
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., TueslWed

Utilities:
data, telephone, 110V
Room Function:
This room will serve as work space for practicum students and small group meetings.
Fixed Equipment:
Bulletin board, bookshelves with locking cabinet to be located above each desktop
Movable Equipment:
10 Modular workstations 42" wide x 24" deep with integral file drawer, 10 workstation
chairs, 5 computers, printer, table
Adjacency Requirements:
This room should be located adjacent to Counseling Services Waiting Area.
Remarks:
This room should be identified as part of the counseling services suite located at the north
end of Picken Hall.
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Room Detail Sheet
F Kelly Center (Counseling Services)
F-2-g Client Interview Rooms
1-6 occupants
2 @ 120 s.f = 240 s.f
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., TueslWed

Utilities:
data, telephone, 110V

Room Function:
Each room will serve as space for counseling and therapy sessions between graduate
students, professional staff, and their clients.

Fixed Equipment:
Each room: The ceiling, walls, and floor should be treated to reduce sound transmission
levels to provide for private conversations. Room will be provided with a one-way mirror,
two-way sound system, and A-V cabling.

Movable Equipment:
Each room: video camera, 6 visitors' chairs, desk, desk chair

Adjacency Requirements:
These rooms should be located in proximity to Counseling Services Waiting Area and
adjacent to Group Therapy Room.

Remarks:
These rooms should be identified as part of the counseling services suite located at the
north end of Picken Hall.
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Room Detail Sheet
F Kelly Center (Counseling Services)
F-2-h Group Therapy Room
200 s.f
1-15 occupants
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., Tues/Wed

Utilities:
data, telephone, 110V
Room Function:
This room will be used for training, group therapy sessions, and teaching small classes.
Fixed Equipment:
The walls, ceiling, and floor should be treated to reduce sound transmission levels to
insure confidentiality of group therapy sessions. Liquid marker board and one-way mirror.
The room should have variable lighting capabilities.
Movable Equipment:
Large conference table, 12 chairs
Adjacency Requirements:
This room should be located adjacent to Practicum Office and Client Interview Rooms.
Remarks:
This room should be identified as part of the counseling services suite located at the north
end of Picken Hall.
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Room Detail Sheet
F Kelly Center (Counseling Services)
F-2-i Equipment Storage
100 s.f
1-2 occupants
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., Tues/Wed

Utilities:
data, telephone, 110V

Room Function:
This room will be used to store audio-visual equipment and other Kelly Center resources.

Fixed Equipment:
Shelving (dimension needs not determined at this time)

Movable Equipment:
File cabinet

Adjacency Requirements:
This room should be located adjacent to Wellness Lounge and Resource Center.
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Room Detail Sheet
F Kelly Center (Testing Services)
F-3-a Testing Coordinator's Office
1-6 occupants
150 s.f
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., Tues/Wed

Utilities:
data, telephone, 110V
Room Function:
This room will serve as the entrance to Testing Services, office work space for the
coordinator, and waiting area for examinees.
Fixed Equipment:
Bulletin board, 36 l.f bookshelf
Movable Equipment:
Desk, desk chair, computer, printer, 5 examinee chairs, 5 lockers, 3 file cabinets
Adjacency Requirements:
This room should be located in proximity to General Waiting Area .
Remarks:
This room should be identified as part of the testing services suite located at the south end
of Picken Hall.
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Room Detail Sheet
F Kelly Center (Testing Services)
F-3-b Group Testing Room
320 s.f.
1-12 occupants
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 4:30 p.m., Tues/Wed

Utilities:
data, telephone, 110V
Room Function:
This room serves as a space for administering standardized tests including testing via
computer.
Fixed Equipment:
The walls, ceiling, and floor shall be treated to reduce sound transmission to provide for a
noise-free atmosphere. For security, the room should be inaccessible through ground level
windows or removable ceiling panels. Shades or blinds must be on windows. The room
will require 4' x 5' viewing mirror and two-way audio system which will allow
communication with the testing room from the coordinator's office. A-V cables and
consideration for cabling for computer network server.
Movable Equipment:
10 Testing carrels (4' x 3' each) with 10 chairs, 10 lamps, privacy panels (40" high and
extend 4' across the back of each carrel and 3.5' out along each side), 10 computers (1 at
each carrel), printer, video camera, monitor, VCR, parabolic mirrors
Adjacency Requirements:
This room should be located adjacent to the Testing Coordinator's Office.
Remarks:
This room should be identified as part of the testing services suite located at the south end
of Picken Hall.
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Room Detail Sheet
F Kelly Center (Testing Services)
F-3-c Individual Testing Rooms
3 @ 40 s.f = 120 s.f
1-2 occupants
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., Tues/Wed

Utilities:
data, 110V

Room Function:
Each room will serve as a space for administering standardized tests on an individual basis.

Fixed Equipment:
Each room shall be provided with a 4' x 5' viewing mirror and two-way audio system to
allow communication with the testing room from the coordinator's office. The walls,
ceiling, and floor of each room shall be treated to reduce sound transmission to provide a
noise-free atmosphere.

Movable Equipment:
Each room: desk, desk chair, computer

Adjacency Requirements:
This room should be located adjacent to the Testing Coordinator's Office.

Remarks:
This room should be identified as part of the testing services suite located at the south end
ofPicken Hall.
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Room Detail Sheet
F Kelly Center (Testing Services)
F-3-d Test Storage Room
120 s.f
1 occupant
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:3.0 p.m., TueslWed

Utilities:
110V
Room Function:
This room will provide a high security storage space for testing materials and equipment.
Fixed Equipment:
8' full length lockable built-in cabinets capable of housing boxes of test materials
Movable Equipment:
2 file cabinets
Adjacency Requirements:
This room should be located adjacent to the Testing Coordinator's Office.
Remarks:
This room should be identified as part of the testing services suite located at the south end
of Picken Hall.
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Room Detail Sheet
F Kelly Center (Academic Support Programs)
F-4-a Academic Support Programs Coordinator's Office
1-4 occupants
150 s.f
Use: 8:00 a.m. - 4:30 p.m., Mon/ThurslFri; 8:00 a.m. - 6:30 p.m., Tues/Wed

Utilities:
data, telephone, 110V

Room Function:
This room will house the activities of the coordinator and meetings with clients and staff

Fixed Equipment:
361.f bookshelf

Movable Equipment:
Desk, desk chair, computer, printer, 3 visitors' chairs, 2 file cabinets

Adjacency Requirements:
This room should be located in proximity to General Waiting Area and adjacent to testing
suite.

Remarks:
This room should be identified as part of the academic support program suite located at
the south end of Picken Hall.
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Room Detail Sheet

F Kelly Center (Academic Support Programs)
F-4-b Tutoring Offices
1-3 occupants, each
4 @ 100 s.f = 400 s.f
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., TueslWed

Utilities:
data, telephone, 110V

Room Function:
These rooms will serve as a space for individual tutoring sessions between clients and
academic support staff

Fixed Equipment:
Each room will be provided with a 12" x 12" mirror and two-way audio system to allow
activities in each room to be monitored from the outside room. Each room will also be
provided with a bulletin board. Each room should be equipped with a video monitor to
allow occupants to view videos. Lockable storage cabinets shall be provided above each
desk location for storage of A-V equipment and materials. The walls, ceiling, and floor of
each room shall be treated to reduce sound transmission levels to provide for private
conversations.

Movable Equipment:
Each room: desk, desk chair, 2 visitors' chairs, computer

Adjacency Requirements:
These offices should be adjacent to the Academic Support Programs Coordinator's Office.

Remarks:
These offices should be identified as part of the academic support programs suite located
at the south end ofPicken Hall.
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Room Detail Sheet
F Kelly Center (Disability Services)
F-5-a Disability Services Coordinator's Office
1-5 occupants
150 s.f
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 - 6:30 p.m., TueslWed

Utilities:
data, telephone, 110V
Room Function:
This room will house the activities of the coordinator and meetings with clients and staff
Fixed Equipment:
36 I.f bookshelf
Movable Equipment:
Desk, desk chair, computer, printer, 3 visitors' chairs, 2 file cabinets
Adjacency Requirements:
This office should be located in proximity to the General Waiting Area.
Remarks:
This office should be located at the south end of Picken Hall.
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Room Detail Sheet
F Kelly Center (Multicultural Affairs)
F-6-a Multicultural Affairs Coordinator's Office
1-4 occupants
150 s.f
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., Tues/Wed

Utilities:
data, telephone, 110V
Room Function:
This room will be used as an office and work area for the coordinator. Individual and
small group counseling sessions with clients and staff will take place in the office.
Fixed Equipment:
361.f bookshelf
Movable Equipment:
Desk, desk chair, credenza, computer, printer, 3 visitors' chairs, 2 file cabinets

Adjacency Requirements:
This room should be located in proximity to General Waiting Area.
Remarks:
This room should be identified as part of the multicultural affairs suite located at the
southwest end of Picken Hall. The multicultural affairs suite should be isolated from the
rest of the complex, accessible from the outside but remaining inaccessible (when
necessary) from the rest of the complex.
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Room Detail Sheet
F Kelly Center (Multicultural Affairs)
F-6-b Seminar Area
1-15 occupants
300 s.f
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 4:30 p.m., Tues/Wed

Utilities:
telephone, 110V
Room Function:
This room provides work space for multicultural affairs. This area will also seIVe as a
meeting room for small seminars.
Fixed Equipment:
2 bulletin boards, liquid marker board, 10 l.f of floor to ceiling storage cabinets,
projection screen, 24 l.f bookshelf
Movable Equipment:
2 tables, 12 chairs
Adjacency Requirements:
This room should be located adjacent to the Multicultural Affairs Coordinator's Office.
Remarks:
This room should be identified as part of the multicultural affairs suite located at the
southwest end ofPicken Hall.
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Room Detail Sheet
F Kelly Center (Multicultural Affairs)
F-6-c Student Group Offices
3 @ 100 s.f. = 300 s.f.
1-3 occupants, each
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., TueslWed

Utilities:
data, telephone, 110V
Room Function:
Each room will serve as a work and office area for three ethnic groups

Fixed Equipment:
Each room: bulletin board
Movable Equipment:
Each room: desk, desk chair, computer, printer, 2 visitors' chairs, file cabinet

Adjacency Requirements:
These offices should be adjacent to the Seminar Area.
Remarks:
These offices should be identified as part of the multicultural affairs suite located at the
southwest end of Picken Hall.
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Room Detail Sheet
F Kelly Center
F-6-d Student Coordinators of Peer Advocate Programs Addressing
Diversity Awareness Office
140 s.f
1-4 occupants
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri ; 8:00 a.m. - 6:30 p.m., Tues/Wed

Utilities:
data, telephone, 110V
Room Function:
This room will serve as an office and work space for the student coordinators of the Peer
Advocate Programs Addressing Diversity Awareness.
Fixed Equipment:
Bulletin board
Movable Equipment:
Desk, desk chair, computer, printer, 2 visitors' chairs, file cabinet
Adjacency Requirements:
This office should be located adjacent to Seminar Area.
Remarks:
This office should be identified as part of the multicultural affairs suite located at the
southwest end of Picken Hall.
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Room Detail Sheet
F Kelly Center (Common Spaces)
F-7-a Staff Meeting Room
150 s.f
1-10 occupants
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., TueslWed

Utilities:
110V, water
Room Function:
This room will provide ·space for both formal and informal staff/faculty meetings.
Fixed Equipment:
10' base cabinet and small sink with storage above and below the cabinet. A 4' section of
the cabinetry should be a full length storage cabinet for staff supplies. Bulletin board and
liquid marker board.
Movable Equipment:
Large table, 6 chairs
Adjacency Requirements:
This room should be centrally located and adjacent to Secretarial Office/Storage,
Conference Room, and Director's Office (with connecting doorway).
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Room Detail Sheet
F Kelly Center (Common Spaces)

F-7-b Conference Room
1-15 occupants
320 s.f
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., TueslWed

Utilities:
data, telephone, 110V
Room Function:
This room will be used for training, departmental meetings, group therapy sessions, and
teaching small classes.
Fixed Equipment:
The walls, ceiling, and floor should be treated to reduce sound transmission levels to
insure confidentiality of group therapy sessions. Liquid marker board and projector
screen. The room should have variable lighting capabilities.
Movable Equipment:
Large conference table, 12 chairs
Adjacency Requirements:
This room should be centrally located and adjacent to Staff Meeting Room with
connecting doorway.
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Room Detail Sheet
F Kelly Center (Common Spaces)
F-7-c Wellness Lounge/Resource Center
500 s.f
1-15 occupants
Use: 8:00 a.m. - 4:30 p.m., Mon/Thurs/Fri; 8:00 a.m. - 6:30 p.m., Tues/Wed

Utilities:
data, telephone, 110V
Room Function:
This room will be used as a learning and self-help resource room that will support Kelly
Center functions which include a place for locating computer stations that house
DISCOVER and other interactive programs.
Fixed Equipment:
Bulletin board, 1441.f bookshelf
Movable Equipment:
4 computer workstations, 4 workstation chairs, 2 large round tables, 8 table chairs, 3
display racks for information, 3 file cabinets, 4 computers, 2 printers, VCR/TV monitor, 2
recliners, couch
Adjacency Requirements:
This room should be centrally located and in proximity to Reception Area and Secretarial
Office/Storage.
Remarks:
This room should contain a comfortable alcove area which allows for facilitating
relaxation and quiet socialization.
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Room Detail Sheet
G-l PersonnellPayroll
Director
170 s.f
1-5 occupants
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
data, telephone, 110V
Room Function:
Conduct all functions of University Personnel Management and serve as support to the
Specialists working with the Classified, Unclassified and Student staff
Fixed Equipment:
Fixed wall and comer credenza with shelving and a place for records storage. Also a wall
length bookshelf
Movable Equipment:
Desk, chairs, computer table, file cabinets
Adjacency Requirements:
Adjacent to main office for ease of access.
Remarks:
This office could use a second or back entrance for those that might want total privacy in
contacting the Director.
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Room Detail Sheet
G-2 Personnel/Payroll
Reception/Clerical
1-15 occupants
400 s.f
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
data, telephone, 110V
Room Function:
General reception area; application taking, orientation, information dissemination, student
receptionist
Fixed Equipment:
Currently none
Movable Equipment:
Tables, chairs, desks, computer tables, etc.
Adjacency Requirements:
Needs to be near a main entrance for ease of locating. All other offices need to empty into
this room.

71

Room Detail Sheet
G-3 PersonnellPayroll
Personnel Specialist - Unclassified
150 s.f
1-4 occupants
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
data, telephone, 110V

Room Function:
Conduct all personnel functions dealing with unclassified employees. Orientation,
counseling and conciliation, and benefit administration.

Fixed Equipment:
Fixed wall and corner credenza with shelving and an area for record keeping.

Movable Equipment:
Desk, chairs, computer tables, file cabinets, etc .

Adjacency Requirements:
Adjacent to main office to facilitate coming and going.

Remarks:
Will need to be closed off for confidential meetings.
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Room Detail Sheet
G-4 PersonnellPayroll
Personnel Specialist - Classified
150 s.f.
1-4 occupants
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
data, telephone, 110V

Room Function:
Conduct all personnel functions dealing with classified employees .

Fixed Equipment:
Fixed wall and comer credenza with shelving and an area for record keeping.

Movable Equipment:
Desk, chairs, computer tables, file cabinets, etc.

Adjacency Requirements:
Just off of main office to facilitate coming and going.

Remarks:
Will need to be closed off for confidential meetings.
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Room Detail Sheet
G-5 Personnel/Payroll
Personnel Specialist - Student
1-4 occupants
150 s.f
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
data, telephone, liOV

Room Function:
Conduct all personnel functions dealing with student employees.

Fixed Equipment:
Fixed wall and comer credenza with shelving and an area for record keeping.

Movable Equipment:
Desk, chairs, computer table, file cabinets, etc .

Adjacency Requirements:
Just off of main office to facilitate ease of access.
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Room Detail Sheet
G-6 Personnel/Payroll
Training/Testing (20-person)
See 1-1 Shared Spaces

Use:
Utilities:
Room Function:
Fixed Equipment:
Movable Equipment:
Adjacency Requirements:
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Room Detail Sheet
G-7 Personnel Office
Records Storage
100 s.f
1 occupant
Use: 8:00 a.m. - 4:30 p.m.

Utilities:
Ii0V
Room Function:
Secure storage of archival Personnel records that is above grade (flood).
Fixed Equipment:
Shelving
Movable Equipment:
Table and chair for research
Adjacency Requirements:
Needs to be near or in the same area of the Personnel Office for records retrieval.
Remarks:
Currently this storage is in the training and testing room. If this area can be obtained;
more uses can be found for the training and testing room.
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Room Detail Sheet
H-l Student Publications
Leader/Reveille Office
20-30 occupants
875 s.f
Use: 8:00 a.m. - midnight or later, and some weekends

Utilities:
data, telephone, 110V, ethemet connection
Room Function:
Serves as office area for 5 editors on the Leader and 7 editors on the Reveille. This is also
the Advertising Office for the Leader.
Fixed Equipment:
Blackboards
Movable Equipment:
Desks for Leader and Reveille editors, tables and chairs, mailboxes, trophy case,
bookcases to hold yearbooks
Adjacency Requirements:
Needs to be adjacent to the Student Publications Computer Lab and near the Business
Manager's Office.
Remarks:
It would be nice if we could have a walkway or door between the Office and the
Computer Lab. Since the Leader is a business, having it near an outside door is
convenient.
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Room Detail Sheet
H-2 Student Publications
LeaderlReveille Computer Lab
750 s.f
20-30 occupants
Use: 8:00 a.m. - midnight or later and some weekends

Utilities:
data, telephone, 110V, ethernet connection
Room Function:
Computer lab and production room for the Leader and Reveille.
Fixed Equipment:
None listed
Movable Equipment:
12 computer terminals, 2 printers, 4 light tables, desks and chairs. We need adequate
wiring and outlets to support our current equipment and expansion of the computer lab.
Adjacency Requirements:
Needs to be adjacent to the LeaderlReveille Office, and near the Business Manager's
Office.
Remarks:
It would be nice if we could have a doorway or walkway between the Student Publication
Office and Computer Lab. Needs adequate wiring to easily handle the computer
equipment mentioned above.
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Room Detail Sheet
H-3 Student Publications
Business Manager
200 s.f.
2 occupants
Use: 8:00 a.m. - 5:00 p.m.

Utilities:
telephone, 110V
Room Function:
This room serves as the office for the LeaderlReveille business managers. This office
needs to be separate from the regular LeaderlReveille office because:
1.
2.
3.
4.

Money and checks are kept locked up in here in a locked desk, sometimes overnight.
All computer software for the two publications is kept locked up in this office.
Office supplies and computer supplies are kept locked up in this office.
The one long-distance phone accessible to both staffs is kept locked up in this office.

Fixed Equipment:
None listed
Movable Equipment:
2 desks and chairs, file cabinets and storage closets
Adjacency Requirements:
Needs to be near the LeaderlReveille Office and Computer Lab, preferably adjacent to or
across the hall.
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Room Detail Sheet
H-4 Student Publications
Photography Lab
450 s.f
5 occupants maximum
Use: 8:00 a.m. - midnight and some weekends

Utilities:
telephone, 110V, water with controllable thermostat
Room Function:
Outer area serves as office for 2 photo editors. Needs sink with running water and
controllable thermostat. Two interior darkrooms (50 s.f each) needed to roll film. A
third interior room (50 s.f) is needed as a storage room. It needs shelves and must be dry,
cool and big enough to house a small refrigerator.
.
Fixed Equipment:
Large sink with controllable thermostat. Large counter with storage shelves.
Movable Equipment:
Outer area: 2 desks and chairs, work table, studio lights, file cabinets, light table. Interior
darkrooms: stools, storage cabinets
Adjacency Requirements:
Close to student publication office and computer lab.
Remarks:
Currently our interior darkrooms are not wheelchair accessible. They need to be. Also,
sink in outer area is too high for use by a handicapped person at the present time. It
would need to be lowered. This room needs to have an individual thermostat where
photographers can keep the room cool enough for chemicals. (In the past, the current
room has gotten so hot that the chemicals have actually started boiling in their trays, and
have released dangerous fumes into the air.)
Adequate ventilation in outer area and three interior rooms is a must. Since this is a
darkroom area, obviously, it must be windowless. Having only one door into the area
would be nice, also, to restrict access.
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Room Detail Sheet
H-5 Student Publications
Storage
N/A for occupants
150 s.f
Use: 8:00 a.m. - 5:00 p.m.

Utilities:
IIOV
Room Function:
This is the place we store old copies of the Leader and Reveille. . A policy put forth by the
Student Publications Financial Review Committee specifies how many copies of each we
keep and for how long.
Fixed Equipment:
Storage shelves, floor to ceiling
Movable Equipment:
Ladder
Adjacency Requirements:
Near, but not necessarily adjacent to the Leader/Reveille office and computer lab. The
idea is if someone comes in wanting their yearbook from 5 years ago, we can easily locate
it for them. Before we got our current storage room, we had to go all the way over to the
basement of Custer Hall where the old yearbooks were stored, while the person wanting
the book either waited in Picken or tagged along. This got to be a real pain.
Remarks:
Room must be well-ventilated.
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Room Detail Sheet
H-6 Student Publications
Conference/Classroom
350 s.f
20 occupants
Use: 2-5 hours/week

Utilities:
CCTV, data, 1IOV
Room Function:
Currently our Leader and Reveille classes meet in the Leader/Reveille office. This means
people are constantly wandering in to buy an ad, pick up a yearbook, pay their advertising
bill, phones are ringing, etc. It's very difficult to hold a class or staff meeting under those
circumstances. Having a conference room or classroom nearby where we could meet an
hour each week with each staff or where we could meet privately with an ad client would
be wonderful! We would be happy to share this facility with others in the building.
Fixed Equipment:
Projection screen and blackboards
Movable Equipment:
Tables, chairs, conference table, overhead projector
Adjacency Requirements:
Having it near the Student Publications Office and lab would be nice - maybe on the same
floor?
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Room Detail Sheet
H-7 Student Publications
Communication/Journalism Reception/Clerical
200 s.f
2-3 student workers
Use: 8:00 a.m. - 5:00 p.m., daily

Utilities:
telephone, 110V, ethernet connection
Room Function:
A room to conduct office business, meet with students on advising matters and academic
concerns. We need an outer reception/work area (about 200 s.f.) and interior offices (see
H-8 detail sheet).
Fixed Equipment:
None listed
Movable Equipment:
Desks and chairs, 1 computer terminal, printer, photocopier, storage shelves, file cabinets,
work table
Adjacency Requirements:
Reception/work area needs to be adjacent to Director of Journalism's office. (Note:
Journalism Director's Office not individually listed on master list. Perhaps the
Leader/Reveille Office is what is meant instead.)
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Room Detail Sheet
H-8 Student Publications
Faculty Offices
3 @ 135 s.f = 405 s.f
1 occupant
Use: 8:00 a.m. - 5:00 p.m., daily

Utilities:
telephone, 110V, ethernet connection

Room Function:
Interior offices for 3 faculty members and a student organization, PROS (Public Relations
Organization for Students) - each about 135 s.f I realize at the present time we have only
2 full-time journalism faculty members, but we are requesting an upgrade from a part-time
to a full-time position next year (1996-1997). So we are trying to anticipate future needs .

Fixed Equipment:
None listed

Movable Equipment:
Each room: desk, desk chair, computer terminal, printer, storage shelves, file cabinets

Adjacency Requirements:
Although the Journalism reception/work area needs to be adjacent to the Journalism
director' s office, these offices could be located elsewhere in the building, if necessary.

Remarks:
Faculty offices need acoustical treatment to insure privacy.
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Room Detail Sheet

I-I Shared Spaces
Multi-purpose Room
up to 20 occupants (from Personnel room description for training room)
1200 s.f
Description is taken from the PersonnellPayroll request for a training/testing room and
may be edited because it is not a dedicated room for this purpose. Some information also
taken from Fort Hays Educational Development Center (FREDC) request for a
training/board room.

Use: 8:00 a.m. - 4:30 p.m. Other hours: 7:30 a.m. - 8:30 p.m., Mon-Sat (FREDC)
Utilities:
data, telephone, 110V
Room Function:
A training and testing complex. Must be able to conduct classroom type training, video
training, and conduct pencil and paper testing. Needs to include storage for training
material and video library.
Fixed Equipment:
Fixed cabinetry for TV and VCR and other video equipment, projection screen
Movable Equipment:
Tables and chairs, lectern, movable dividers
(FREDC) 8' tables, coat racks, 100 folding chairs, 5 bookshelves, large screen TV, VCR,
cart, projector and cart
Adjacency Requirements:
Ideally, should be adjacent to the Personnel Office complex. However, to secure sufficient
size, location can be compromised.
(FREDC) Adjacency to FREDC preferred, not required.
Remarks:
If past Personnel Records can be placed in their own storeroom (above grade), the training
room could be a community use room with Personnel doing the scheduling.
(FREDC) Generates 300-500 credit hours annually through use of this room.

85

Room Detail Sheet
1-2 Shared Spaces
20-25 Seat Classroom
500 s.f
25 occupants
Use: 9:00 a.m. - 4:00 p.m., Monday - Friday (or when available)
Room description taken from HLI work sheet for 15-20 seat classroom It may be edited ,
since it is not a dedicated classroom for HLI.

Utilities:
110V
Room Function:
General use, shared classroom with 20-25 seats

Fixed Equipment:
Chalkboard

Movable Equipment:
20-25 student desks and chairs, 1 teacher's desk
Adjacency Requirements:
Close to HLI offices to aid teachers carrying materials to and from the classroom every
hour, and to assist in paging students to the office for international phone calls from their
families and representatives.

Remarks:
HLI presently shares room 110 on the first level with the Kelly Center. Although this
arrangement has allowed us access to the room for testing or possible overflow classes, it
does not allow us to schedule the room as an extra classroom due to our unique intensive
needs and fluctuation in the enrollment every four-week session. Presently we are
working on receiving groups of students for Study/Vacation program at the Institute,
which means that we will require more classroom space. We must have a dedicated
classroom since we use it five days/week, six hours/day.
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Room Detail Sheet
1-3 Shared Spaces
LoungeNending Area
250 s.f
10-15 occupants
Use: 8: 00 a.m. - midnight or later

Utilities:
110V, water
Room Function:
This room will be a lounge area and provide a place to purchase snack and beverage
items.

Fixed Equipment:
Base cabinet and upper shelving, sink

Movable Equipment:
Refrigerator, microwave, coffee maker, vending machines, tables, chairs

Adjacency Requirements:
The room should be centrally located, easily accessible to all building users, and near
restrooms.
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Project Budget
Estimated Construction Costs:
Exterior Cleaning/Waterproofing
Window Replacement
HVAC Retrofit
Energy Conservation (insulation, controls, etc.)
Structural Modifications
ADA Improvements
First Floor Remodeling
Second Floor Remodeling
Third Floor Remodeling
Subtotal

$

60,000
200,000
350,000
100,000
125,000
215,000
550,000
650,000
750,000
$3,000,000

Estimated Costs Other Than Construction:
Architect's Fees
Contingency
Movable Equipment
Miscellaneous Costs
Subtotal
TOTAL

$ 210,000
300,000
150,000
90,000
$ 750,000
$3,750,000
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Project Schedule
The following schedule is based on the assumption that $300,000 - $400,000 peryearcanbe
allocated from "Crumbling Classrooms" or supplemental R&Rfunds.

FY ''18
EXTERIOR
"'"LEANING/
v

FY ''1'1

FY '00

FY'OI

FY '0 2

, 111--

'/-~'l
/r: F:r
;' 1;Y0
&i
~~l
~
lM.

Y'J.ATERPROOF ING
$ V'{I NDOV'{
REPLACEMENT

HVAC RETROFIT
$ ENERGY
CONSERVATION
STRUCTURAL
MODIFiCATIONS
$ ADA
IMPROVEMENTS
1ST FLOOR
REMODEL
2ND FLOOR
REMODEL
3RD FLOOR
REMODEL

@B

DESIGN, PLANN ING

f~

CONSTRUCTION

FY '0 3

FY '04

FY '0 5

FY '06

89

Existing Floor Plans
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Proposed Floor Plans
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